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The environmental review, consultation, and other actions required by applicable federal 
environmental laws described in this training are carried out by FDOT pursuant to 23 U.S.C. 
§327 and a Memorandum of Understanding dated [INSERT DATE], executed by FHWA and 
FDOT.
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Purpose of Training

1. Data management and retention requirements

2. Maintaining the project file in SWEPT

3. Retrieving project documents in SWEPT

4. Organizing the administrative record
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What is añDocumentò ?
Åά5ƻŎǳƳŜƴǘǎέ ƻǊ άǊŜŎƻǊŘǎέ ƛƴŎƭǳŘŜ ƭŜǘǘŜǊǎΣ ǎǘŀŦŦ ǊŜǇƻǊǘǎΣ 

emails, meeting minutes, studies, models, guidance 
ŘƻŎǳƳŜƴǘǎΧ 

ÅCƻǊƳŀǘ ŘƻŜǎƴΩǘ ƳŀǘǘŜǊ

ÁHand written notes

ÁTranscript 

ÁComment cards

ÅBasically anything the decision making authority considered, 
or presented, or the information was reasonably available 
during the process
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What is included in the project file?
ÅNEPA Document

ÅTechnical Reports

ÅMeeting Summaries

ÅTelephone calls, Memos

ÅCorrespondence with Agencies and 
Stakeholders

ÅComments and Responses
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http://environment.transportation.org/pdf/programs/PG01.pdf
http://environment.transportation.org/pdf/programs/PG01.pdf
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What is an Administrative Record?

ÅAll documents and materials directly or indirectly considered or relied 
upon by the agency decision maker at the time it made its final decision 
in the NEPA review process

ÁIncludes the decision documents 

ÁDocuments generated or received by the agency during the environmental project 
review

ÅC5h¢Ωǎ ƻŦŦƛŎƛŀƭ ǊŜŎƻǊŘ ƻŦ ǘƘŜ b9t! ŘŜŎƛǎƛƻƴ ƳŀƪƛƴƎ ǇǊƻŎŜǎǎ 

ÅIt is NOTthe Project File
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Lesson 1: 
Data Management and Retention 
Requirements
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Record Retention and Access
ÅRecords Management and Disposal Requirements

ÁFDOT Records Management Procedure (Topic Number 050-020-025)

ÁFDOT Retention and Disposal Schedule GS1-SL(167)

ÁFHWA Records Disposition Manual (Field Offices) Chapter 4, FHWA 
Order No. 1324.1 B, issued July 29, 2013

Á2 C.F.R. §§200.333-200.337 (Record Retention and Access) 

ÅAccess to Files

ÁPublic Record Laws

ÁFHWA Inspection
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FDOT Records Management Procedure
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http://fdotwp1.dot.state.fl.us/ProceduresInformationManagementSystemInternet/?viewBy=1&procType=pr#

http://fdotwp1.dot.state.fl.us/ProceduresInformationManagementSystemInternet/?viewBy=1&procType=pr
http://fdotwp1.dot.state.fl.us/ProceduresInformationManagementSystemInternet/?viewBy=1&procType=pr
http://fdotwp1.dot.state.fl.us/ProceduresInformationManagementSystemInternet/?viewBy=1&procType=pr
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Retention and Disposal Schedule GS1-SL(167)

Records retained for 5 fiscal years after the completion 
of the project, reporting requirement or other 
applicable activity.
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Countdown begins when 
Work Program reports the 
project is completely closed 
(FM# Status = 100) 
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FHWA Records Disposition Manual 
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https://www.fhwa.dot.gov/legsregs/directives/orders/envi-reg.cfm

https://www.fhwa.dot.gov/legsregs/directives/orders/envi-reg.cfm
https://www.fhwa.dot.gov/legsregs/directives/orders/envi-reg.cfm

